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29 Jume 1960

Adwlnietration and Suppord

Foams %ﬂam@m 53,216
Records Systens 33,5§7}
Becovds ﬂiﬁmﬁ‘i‘bim‘ 20,081 )

Recovds Center mﬁ Yitol
Emwﬁﬂ Opterations

Total
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re Twerell scncdstration gl 2tk ] ‘ L. i*msanigﬁ mezm i‘&mg&z&r& Sroyren mgiﬂi@ta 2L
and Suppert Ageusy Support Exbibits.

2., Wrote two articles on Hecords ranepament for the
Sapoort Bulletin,

3. Presentod seven Filing werkshaps to I11 sgeney
eenloyees in colisboration with UOFK,

L. Held & two-dsy hecords Fansgement seninar for 35
igency Records Ufficers.

5. Hade Fecords Hsnagement Presentations at two
panicr stalf meetings.

6, Vrovided 1,220 hours of arientstion and onethe
Job training for five new area Hecords Ufficers
and oo Fansgement Analysia Staff enployee.

7. Conduoied igency-wide programs to promote
greater records digpomition effort, wbich
brought sbont "do something® direotives in sll
major operating offices, and a reduction of
£, in W/l records holdings,

&, Provided hationgl srchives wnd Hecords Service
with the sisff sasistance of twe erployees in
the Forms Fansgement and the Hecords oysiems
finlda.
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Pelpeioel Jeesuplishmenis of ibe Hooords ”@mwﬂ«.m helT Pov Pienel Tesr 130
falarise Tanible Dallar Ageonplishoents
LA s 1A N
Depefits

Ty Forwms Measgoooent 58,36 2% , OO, 1. Cowpleted 1,495 fores soslypis projects zg Tollown:
. ' B 170 new foros éeﬁiwﬂ, 263 existing Torms revized
and improved; 806 forss reprinted with adjustwente
in quantities ordeved; 256 Torme sede obsolete and
preged Crom the systen.

2, Seduced the Agency forms imvemtory from 1,760 st
the end of FY 59 to 1,899, Por the 1ith straight
year Tept the inventery below 2,000,

3 m e jor inproverents in the Agenny dispoteh fors
e which will stresmline &lspoteh pre-
pamt;im and bendling end reduee amwml wateriol
costa by $6,000. Mos* significsnstly, nev procedure:
will eliminate the pesd for over a gquarter of e
willion of suthenticeting end signing officers’
sigwitures snmuslly.

b, Taproved the Personpel Recod Questionmaire by pro-
viding pedded ECR seta im lien of conmventionsl
paper and reusable cerbons. Elimination of hand
colintion and decollintiom of fores and carbons re-
sulted in & vreduction of sgeney.wide cleriesl prep-
aration time valued at 54,000,

3. Purged the Apanay's Inforwmtion Reporting system of
i foulty forms and prowpted s $1,300 reysration from
the meoufaciurer,

€. Prevented expenditure of §1,500 for (IR cosputer
forns by gquastioning their need.

7. ¥rompted Supply Divisiom, loglstics, to purge 79
nonstarderd {“bootlez”) forms from its operations.

Lo
«

with DB/P, developed the Cuide, Care and Use of Of7-
set Maaters, to promote jmprovewent in information
wpert preparstion at heedguarters end in the fleld.
oranss & ptation lmmediately recopnized thet it hed e 81,500
Wil },35,‘3’@? sumnly of forew whish bed only a two yesr
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drinpipel dccosplishemote of the Recerds Mapagewsnt Stafy for Flsesl Year 19603
falavies sngiols Dollar  Aogpowplishmenta
IX. Forue Jnosgeuent $58,216 55 m ” $.  Prevented an odditionsl printing cost of 36,900 by
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10.

sopespewrring 1 Coptest Pivision/00 request for
distinetive wmurkings on 20«8 Inforestion Seporis.

Froupted setlon to purge supply chaenels of overage
faulty steneils, naoy of vhich would net revro-
duce legible copdes and had 4o b retypad. Aveld.
anoe of retypes rovented Agmmey-elide wante of

1500 wen bours m“ clevieal prevaration tinme

valued at 2400,
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?rineipal Accomplishments of the Records Management sStaff for Fiseal Year 1960

Salaries Tangible Dollar Accouplishments
Bonsfits )

11I. Eecords Systems 430,557 $67,642 1. For the second straight year, held obligations to
serc for the purchase of safe-type f£iling equipment
for Beadquarters use. Eneugh equipment was turned
in at Beadquarters to hold cbligations for overseas
needs te omly $17,000, (Prior to 1955, yearly
cbligations excesded $) milliom; during 1955
through 1958 obligations sveraged $180,000 sach
your), Actioms such as the following cemtributed
to the savings during PY 60:

A, Promoted a Headguarters-wide survey of
unuged safes which prompted the turn-in
of squipmant valued at $4,124,

B. Prscluded the purchase of $57,336 werth of
Herrin-Hall-Marvin safes for use overseas .
by arvsmging for the raturn of 13 pleces
of this type of equipment to stock in ex-
changs for ksmington Rand ssfes (which can
be used at Hesdquartars, but not overseas).

2. Prevented purchase of specialimed mechanized £il-

ing equipment costing $1,000 by substituting a
conventional $135 card file,

3. Improved £iling systems in Begulaticms Comtrol
Staff and recommended retwrn of $1,250 worth of
tiling squipment to stovk,

4, Im:m_ﬂm_tsu_lllatiﬂs in 25X

to the sheif-tile system D5X1
which intressed f11ing cspaeity 75% and released

$3,966 worth of safe cabinsts. (Simes mid 1957,
23 Agency files installations have been convertoed

} to the shalf-file system. Theso conversions om

' the average increased filing capacity 40%, de-
creaped floor space requirenents 48%, and returned
to stoek $298,866 worth of equipment, after an
investwent of about $100,000 in shelf-file materialsi.
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ECR
spineisal Lceoxplishcents of the Jecords Management ‘tuft for riscal Yeor 1960

fengible Dollur  Accomplichments

penefits
11I. FKecords Systems £30,557 $67,642 5, Installed 30 filing systems, 19 of which were conven~
Y F 15 b

ticnal sdxinistrative subjectenumsric systems snd 11
wars systems developed to neet vrdoue fillng require-
pents, The training of 311 persoms through seven
241ing workshops sontributed substantially to prosote
ing these installistions.
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‘ringipel ecorplishments of toe ‘scards Nepagemert Sveff fo- iisesl Tear 1960
decords Ulegposition 828,941 45,760 1. Ueveloped liecords Gontrol Schnecules for thres iesde
{Includes gwarall guarters copponents and coe overssas stotion.
hmﬁw‘%@%mt Usstraysd 136 cu, fi, of records in conjunction
surveys; with these projecia.

2, Asslsted decords Ufficers with the development of
three achedules.

e indited records managsment prograws in two offices
ard prepared revised schedules, Light bundred
and thirty-one file series covering 8,991 cubic
faet of records ~ere involved in these sohedules,

4s ith 8 goal to reduce holdings 254-503, initlated
@ project to provide for the disposition of 4,000
eublo feet of recerds received from USIB agencies
&nd sooumuleted in OCR and the Hecords Center,
Aprlication of disposition standards, now being
coordinated with USIB igencies, =111 also control
the wvolume of fubure holdinga,

5, Initisted the first fullescals racords menagement
survey o be conducted in ID/P by e Records
Hanagessnt S5taff inalyst. Besults to date have beep:

(A}e an investory of the 790 cublc leet of
records in CA Staff}

{B)s Development of Records Control Schedules;
(C)e Development and apslicstion of VB
Schedulen)

(0)e Installation of four subjecterumerie
filing systems; wnd

(E)e Lestruction of 800 cubic fest of racords.

SECRET
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rincipal Accomplishments of the kecords Management Staff for Fiseal Year 1960

Salaries Tangible bollar Aceowpl igheents

Benefits
Eecords Dispositien 428,981 $5,760 6., Condueted a comprehensive records manag
. E {.3:. ]
{Includes ovarall in the Beal Estate and Construetion ﬂiviti.:: parvey
Records Management logistics, which: ’

BUCVRYSs)
(A). Established centralized f£iles for all real
property aequisition amd eomstruetiom records;

(B). Provided a real property statistical repert-
ing eystem using RAM facilities:

(C). Establisbed s recording and locator system
for real property docusents;

(D). rrov ingle format totl |25X1
al property raports; and 25X1

(E). Esteblished a mail econtrol procedurs.

Approved For Release 2006/11/20 : CIA-RDP%6¥‘0021 1R000700070020-4



Approved For Release 2006/11/20 : CIA-RDP70-00211R000700070020-4
‘ SEQRET
[T

feiselpal hecowpiistients of the Secords Menegswent Staft for Tiseul Teer WD

Zalaries Tangivle Tolisy Scomp Lishments

Bemetite
. Records Center snd  $97,612 $75%,800% 1. Recetved at the Mecords Center 16,806 cuble feet
¥itsl Records xmmmmmwmmm 0fPioes,
Orerations : This volume, if reteimed in tha offices, would

- bawe eallad for the purelmse of sdditicnal Mliee
equipment coating over 8791,000, (At the nlose of
PY 60, a total of 85,653 cuble feet of reeords had
been received by the Center plase 1952, If these
Offiges, sbout 9% edditionsl spece would be needed
in the pew Wuilding, and well over $3 million would
bave bees spent for T1ling equipsent. The Center
is nov bolding 58,391 eubie feet of records, about
80% of 1%s cupedty.)

2, Assisted DD/P in developing a current vitel matert.
als progras vhick resulted in estadlishwent of 17
vital naterial schedules sl a reviev of all DD/P
vital mteriale in the reposttory. Of equal impor.
tance vas the success of Lringing responsl -
ble vital materials officials ia 20O/P and DD/I for
axchanges of ideas and compariscos of vitel wateriasl
Lists thus preventing duplicstion of DOD/P snd DD/X
depsits in the repoeitory.

3. Bevised three ewisoving Vital Materials schedulos.

- jungible Dollar Benefits #745,990 ko Arvengsd for Offies of Commmieations to dsal direct.
{Itews 1 and §) iy with Records Cester imetead of throngh M/P,
elinizating duplicate effors, _
Tangible Pollar Savings 8,810
{3twa 7) ' %+ Bervieed 191,795 reyuests for informstlon or Socu-

ments, an inovesse of 95,0kl requeste over the
¥755,800 voluse serviced in ¥Y¥ 59,

6. Completed comsclidaticn of WM Repository ard Secords
Centar operetions. Iu addition to 1mprovisg prove.
dures this sove relessed o stook £2 000 worth ¢
£114n§ equipment snd ~reed space %e&e%:enﬂ simxw
eonter Taeilities,
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HeEpeasaments of Uw Secords Menagenent Dtarf for Plasal Year 1662

Salaries Tangd vle Polliar Ascosplishments
Benefits =
7. Hetords Center oy :
& ¥ital ma;:ﬁ;:? w462 754,800 ' 7. Ellminated one G8.12 position by eonsolidation of
Operations ;‘f?szg Repomitory with the Records Ceater, naving
4 *
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